EXECUTIVF ACCOUNTS PROGRAM 
1984 —- Executive Workshop 


Please read and follow these instructions. As with all elaborate data 
programs, incorrect entry can result in program errors and the possible 
loss of data. 


All Accounts Programs are shipped with dummy accounts posted in the 
receivable file (or payables, if you are using the program that way). 
With these sample accounts you may check the operation of any program 
function, except that of “Start a New List", which removes all prior 
program entries. 


Enter "LOAD "" ". Program loads in three minutes and twenty seconds. 


After Loading, the first input the program will request is todays date. 
Please note the correct input format for the date - 01/05/84. Notice 
that there are no empty spaces. The program reads that string for the 
age analysis and other functions. If the string is less than the eight 
required characters, you will receive an error message. GO TO 10 and 
repeat the entry. 


Menu option 1 "Start a new file we will cover later. 


Menu option 2 "Search for an account" permits you to enter the name of 
an account you wish to locate (spelling and capitalization count). The 
computer will locate and display that account, and offer you a choice 
of searching for another or returning to the menu. If your printer is 
on, a hard copy of the account file will be printed. 


Menu option 3. "List all accounts" does just that. It lists all accounts 
numerically along with their current balance. 


Menu option 4 “Add an account" is an extremely user friendly method of 
inserting a new account into the data file. Just answer the computer 
prompts. You may enter up to 10 invoices per account. When you have 
entered the last invoice amount, press ENTER at the invoice No. prompt. 
The computer will then exit that listing. 


Menu option 5 "Post Charges/Payments" is the heart of the program. This 
is where all the files are updated. To add new charges to an account, 
answer the prompts and press ENTER at the "Invoice No." prompt when 
finished. Answering the Prompts when posting payments will allow the 
user to post full or partial payments to specific invoice numbers. 


Menu option 7 "Delete an account" does just that - it removes specified 
accounts from the file, and dresses up the file. BUT, it will refuse to 
delete any account that has a current balance. 


Menu option 7 "Total account/Month totals" totals all current accounts 


and, when requested, totals all unpaid invoices billed in the current 
month” 


Menu option 8 "Run Age Analysis" prints a Monthly Age Analysis. 
Invoices are sorted by month, but in the interest of time, not by date. 


Menu option 9 "Exit/Save Accounts Program” offers a save routine with 


automatic VERIFY, and the Opportunity to return to the program with a 
new date or the current date. 


Now, back to Menu option 1. When you have played around with the dummy 
accounts enough to understand the functions of the program, you are 
ready to enter your accounts. Return to the Menu and "Start a new 
file". Answering the prompts, post your accounts, remembering that when 
you have entered all the invoices to be posted, just press ENTER at the 
“Invoice No." prompt to end that listing. If you wish to enter the 
account name only, just press ENTER at the first "Invoice No." prompt. 


This account data file can be used for Receivables or Payables with the 
following limitations. 


1) No file name may exceed 20 characters. 
2) Invoice numbers are limited to five characters. 


3) The maximum number of active accounts is 100, with a maximum of ten 
invoices per account. f 


4) €11 dates must be entered in their proper format. 

5) Separate files must be kept for AR & AP. 

We suggest you make back-up copies in case you encounter saving 
problems. Making copies for someone other than yourself however, is not 


permitted. 


We hope you enjoy your new accounts Program, and that it makes your 
daily chores a little easier. 


EXECUTIVE WORKSHOP 


